N

.
5X1A9a

P5X1A9a

roved For Release 2001/07/3unlGRINEA DR bR 000700438 W
PP ( ;;47’:

DRAFT L ) Aty

- — 25X1A8
Jannary 1949

Pursuant to memorandum dated 29 December 1948 signed by

procedures will be followed by the Services Office,

and Communications Division, OUO¢4L~Af ufékdeaAQLC"Wh*“?sfinA‘kikﬂhQ J&*ﬁkew%“ﬂﬁk
i

1. Accountable Cfficer and Accountability Records: Account-

ability records will be established and will be maintained in the Storage

and Issue Section, Supply Division, Services Office. It is understood
Communications Division, 0S0, will establish a memorandum record of

stock on hand and will post to this record from requisitions as they

are received. Ilowever, a copy of all debit and credit vouchers posted

to the records of the accountable officer will be forwarded to Communications
Division, 050, for information.

2. Signal Equipment, Catalogue, and Nomenclature: The Services

Ciffice, in cooperation with the #ngineering Section, Communications Division,

030, will review all existing sigral equipment on hand and establish com-
6?Ahﬁp,»43“z—7-~4”¢H~t:J%;«A»f**ﬁf 7
E\}te and accurate nomenclature of all items, fer. ilie purpose.of.preparing
PO W@A’Cﬁm .,.,L’&M wmf.
and dssuing a signal equipsend-eabetesues The fngineering Section will

furnish the complete nomenclature required and a stock catalogue numbering

system as item numbers will be mutually agreed upon., The signal equipment
catalogue will be issued and distributed by Commnications Division, 0SO,
No catalogues will be distributed by the Services Cffice sxcept within
that office as required. The catalogue will not contain lists of covert

or semi-covert equipment and it is understood Communications Division, ©SO

will prepasre and distribute such a list as they deem necessary.
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3. Stock Items -- Stock levels: It is the responsibility of the

Communications Division, 030, to designate those items which they desire

to be stocked, giving complete nomenclature and establishing maximwus and

minimum quantities for all items to be carried in stock. The addition and/or
elimination of items to be carrled in stock v;rill be on the recommendation or
approval of the Communications Division, 08C. The recommendations of
Communications Divisilon, 080, in this regard will be made by memorandum to

the [l services ofricer b 25X1A8

L. Requisitioning: Commnications bivision, 0SO, will initiate all

25X1A8

requisitions for communications supplies and equipment required by overseas

activities of OSC and by the Communications Division, USA. Requisitions for )

stock items will be forwarded directly to the Storage and Issue 3ection, !
25X1AGa _ and reguisitions for purchase from vouchered funds will be
forwarded to the Chief, Supply Division, Services Cffice. E’aqﬁisitions for
suppliss or equipment to be procured from unvouchered funds will be forwarded
to the Vel Services Officer, &, with such approvals as are
= required by special funds regulations. Technical specifications for items
to be procured under contract and those for developmental contracts will
be prepared by Commuhicat.ions Division, 030, and submitted to,{:ethervwith
appropriate requisition. Recuisitions for signal supplies or equipment sub-

mitted by CIA activities other than 0SC, ‘received by the Supply Division to

be issued either from stock or to be procured from open market or contract

purchase will be forwarded to the Chief, Communications Division, 0S50 for QOM-

ow«Q approval. 7The same procedure will be followed by the Depubty 3ervices Officer,

25X1A8 \f
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than 080. Requisitions for supplies or equipment for the replenishment of
signal stock items will hbe prepared by the Accountable 0fficer, approved

by the Chief, Storage and Issue Section, and will indicate stock item

number, nomenclature, quantity to be ordered, maximum and minimum quantities
as established by the Communications Division, 0SS0, quantity on order, and
monthly rate of consumption for each item to be replenished. Such requisition
will be forwarded to the Chief, Communications Division, 0S0, Attention:
Supply Officer, Communications Division, for approval. Requisitions which

are approved will be forwarded to the Chisf, Supply Division, _
Services Office for procurement action., In any case where the Supply COfficer,
Communications Division desires any changes to be made on the items requisitioned,

will forward his recommendations to the- Services Ufficer ,%

by a memorandum, together with the requisition concerned. Requisitions for

items from stock required by Communications Division, GS0, Washington or
vicinity, will be prepared by the Supply Officer, Communications Division,

caes -sack-day and delivery will he made by the Storage and Issue Section

on the following day. Requests for the issuance of supplies and equipment
required for an unforeseen emergency will be made on an informal basis, sub-
Ject to the receipt of a confirming regquisition. In these instances, temporary
memorandun receipts will be obtained.

S5e Receiving and Inspection: Services %dll be responsible

for the receiving of all signal squipment, and representatives of the Inspection

and Testing Section, Communications Division, 050G, will EJe respons;ble for

technical inspection of signal equipment. Services %zrepresentatives will

not forward receiving copies of purchase‘ orders or other documents to Budget O/j“:‘

snd-sdmenes—Resnch until the signature of the Communicabtions Division Inspector

”~
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requisition. In these inst ces, temporary memorandum receipts will be obtained.

Léj’ Redeiving and Inspection: Services Branch will bg-rgsponsible

E %
s d representat1ve§ of th% Inspection
i ' £
# " 4
and Testing Jection, Communication Division,} 080, will be ?%spon51bhe for

for the receifing of all signal equipg

{

technical ingpection of signal

- i
. . A

not forwerd jreceiving oople:fgf purchase ordefs or other documents t@ Budget

uipment. Sefvices Brancn,represent?tlves will

and Finance {Branch until thd
» ———na -
&ﬂh~has been obthined on the

signature of the Communlcafions Div151cé.1nspector

torage and Issue fille copy of the procurenent document.

Inspection testing yill be made at the lopation ?;'which the preperty is to

be stored. S plies Ar equipment found by thb Inspegtor not méetin; specifications,

QS . ¥

or demaged in shipment will be made the subjept of  written memorsahdum by the

Inspector to the Chief, Storage and Issue Sect s indicating in suﬁficient
detail the extent of failure to meet specifications and/br damsge.

Aé, Inspection =-.Cargo Shipmentsi Signal supplies and equipmerit will

be inspected and tested by representatives of the Inspection and Testing Section,

Communications Division, 0SO, prior to packing or crating, and the Insvector

will by eppropriate means indicate those items which have been inspected and/br

tested and will anprove for shipment. The Storage and Issue Section will not

make shipment of any items which have not been inspected and tested prior to
0.5

shipment. .epresentatives of the Inspection and Testing Sectionﬁwill supervise

end approve the method of packing and actual packing of all technical equipment

of e fragile nature, end will indicate by appropriate means those items in each
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shipment wihich were supervised as to packing and were approved. Responsibility

for adequacy of packing will be mutual.,

?. Substitution -- Back Order: The Storare and Issue Section will

Aegatilooed »

not make any substitutions of items

. W1ere an item is not in stock,

the accountable offiger of the Signal S;&am%nit, Storage and Issue Section,
will, by telephone, notify the Supply Officer, Communications Division, that
the item or items reqiisitioned ars depleted and request new recuisition for

new iltems where substitutions can be made. In addition, the accounteble

officer, Signal Unit, will forward "out-of-stock memorendum” +o the

Supply Officer, Communications Division, 080, and will indicate thereon those

items and quantities of such items which cannot be filled from stock. Carbon
copies of "out-of-stock memorandum" will remein on file in the Storare and
Issue Section. The "out-of-stock memorandum" will always be used in these
instances and will serve as & oconfirmetion of telephone notice as indicated
above,

y. Surplus Ecuipment and Suppliesa No signal supplies or equipment

will be declered surplus by the Storage and Issue Section, Supply Division,
without the prior written approvel of the Supply Officer, Communications
Division, U80.

?. Priorities: In order to facilitate and expedite procurement,
inspection, packing, crating, and shipment of signal equipment and supplies,
the following priority system is established and will'govern all procurement,
warehousing, and shipping sotivities of Services h with respect to
such shipmen’css
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a. AA Priority - This priority will be applied to all shipments
in which procurement and shipment must be accomplished within
a period of 30 days or less. If the period of time is less, the
Supply Officer, Communications Division, 0SC, will indicate on
all requisitions, in a&dition to the priority, the deadline

date and place from which shipment is to be mads.

be A Priority - This priority will apply to those shipments on which
procurement and shipment must be completed within a period of
60 days.

ce B Priority - This priority will govern those shipments which

must be made within e period of 120 days.
On other shipments of a routine neature, on which there is no urgency
or desdline, no priority will be used, although procurement end shipment will be
made at the earliest possible date.

In essigning priority, the Supply Officer, Communicetions Division,
050, will, in addition to indicetinp the priority on all requisitions applying to
the carge end request for cargo shipment, will indicate the date on which shipment
will be made, the location if necessary, and will coordinate with the Transportation
Section,_’che date ang—!:-be aveilability of shipping space. In the
event a shépmént is can;elled, the Services Brench will be notified by memorandum of

the cancellation which will indicate disposition of equipment originally proocured

for the shipment.

Chief, Communicatlons Division, UdU

Services Officer, Administration

25X1A8 ‘

soprovs Fr Riesse 20010751 gggsensees A

25X1A8




